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1. POLICX 

As a neeuos of eosUrlng contittuoUs effective utlUsetlciii Sad developoent of 
each ei^ployee, the Ageacy idXl plAb the next aeslgnaent of each eiqplayee idw Is 
serving at a foreign field station In advance of the anticipated ej^iratlon 
date of hie current tour of dutyv 'fhlS piaaning Vill take Into consideration 
the expressed prefmrences of the individual end the requirements of the Agency, 
and, if possible, Vlll he ccmipieted prior to his taking leave between assign- 
ments* If personal consultation at headquarters is not required, every effort 
will be made to advise the eaiployee of planning for his next asslgoment j^ior 
to his departure fron the station* 

2* REaPOMSIBILlTlES 
a. Heads of Career Services 

Beads of Career Services are respcxislble for planning the reasslffimeat of 
eoplc^es in advance of the anticipated eiqplratlon date of their cturent 
tours of duty overseas and for notltylng the Individuals concerned of such 
plans tn accordance with the provlslcna of this Regulation. 
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b. Operating Officials* 

Operating Officials or appropriate supervisory personnel imder their 
Jurisdiction are respcamible for eubadttlng to the Head of the appropriate 
Career Service, responsible for planning the career of the indivlduBl, 
reccnmendations affecting the next assignment of each eoployee completing 
an overseas tour of duty. 

c. Assistant Director for Personnel 

The Assistant Director for Personnel is responsible for providing assistance 
to the Heads of Career Services in planning the reassignimsnt of overseas 
employees, for developing necessary policies and procedures to coordinate 
such reasslgcments between Career Services, and for final approval of 
proposed z*eassigt3ment8. 

3. PROCEDURES 

a. Held Reassignment Questionnaire, Form No. , Figure 1, will be forwarded 

to headquarters in triplicate for each overseas employee eight months in 
advance of the planned date of his departure from the station. If the 
employee's tour is terminated ahead of schedule. Fora will be sutailtted 
at the earliest possible date in advance of his return. 

■f 


^Operating Officials Include the Assistant Directors of the Office of the 

Deputy Director (intelligence), the Chiefs of Administrative Offices of the 

Office of the Deputy Director (Administration), the Chiefs of Senior Staffs and 

Area Divisions of the Office of the Deputy Director (Plans), the Assistant 

Director for Comnunicatlons, the Assistant Director for Personnel. the 
Director of Training. 
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(1) If an aiigployee returns to headquarter a in advance of the receipt of 
Foria j this Queetionnalre vill he obtained from him by the Office of. 
Fersoahel during his returnee process!^ and forwarded to the i^ro* 
priate Operating Official, ^fbe first page of the Questionnaire will 
not be coepleted in these cases land the enployee will sign his txue 
nasie in the sjpdtce designated "For BeadQuarters Use Only." 

(2) For m , will not be required when an employee is returning to head- 
quarters for sq^wratlon. 

b. Operating Officials, will designate an adrdnlstratlYe or personnel officer 
to authenticate signatures and verify identification data on the Field 
Heasslgnment Questicamaire. Upon receipt of a Questionnaire from the field, 
the Individual so designated vill process the information by checking the 
Identificaticni data and Inserting the true name of the enployee in the 
appropriate spaces* He will remove the instruction sheet contelnlng 
signatures in psexidcmym. 

c. All copies of the form vill then be forwarded to the epprqprlate super- 
visor at headquarters for the reconoendatlm required in item Bo. 1^. 
Distribution will be made as follows: 

Original - Heed of the Career Service concerned 
Copy - Operating Official who is the head of the coepcaient to 
which the employee is currently assigned 
Copy - Office of Personnel 

d. The Head of the appropriate Career Service will take imtiedlate actlcxi to 
plan the next assignment of the employee ccmcemed tipon receipt of 


3 

COKFIDENTXAL 


Approved For Release 2001/08/31 : CIA-RDP78-04718A001 200020042-2 



25X1A 


Approved For Release 2001/08/3’1 : CIA-RDP78-04718A001 200020042-2 25X1 A 



cmrismmM 



For m « The Office of Fersormel will advise aM, atsslst In such platming, 
eapeci®I„ly in those cases when it Is laafcicipated that the next assigament 
may Involve a career service other 'then the <ne to which ‘the individual 
Is currently assigned. 
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